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 d
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 p
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 b
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 C
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 c
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 p
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at
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 b
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 D
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 C
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 p

ro
gr

am
s 

on
 th
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 C
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C
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 C
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 m
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C
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re
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 b
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 D
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at
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or
iti

es
 in

 G
ov

er
nm

en
t i

nt
er

ns
hi

p 
pr

og
ra

m
.

T
he

pu
bl

ic
at

io
n 

w
ill

 c
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 d
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 b
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t c
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at
io

n 
of

 s
ur

ve
y 

re
su

lts
, e

m
pl

oy
er

in
pu

t a
nd

re
co

m
m

en
da

tio
ns

 w
ill

 b
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 C
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 c
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at
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 p
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 b
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 C
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 p
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 p
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 f
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 d
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 p
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e 
Fi

lip
in

o-
A

m
er

ic
an

 s
tu

de
nt

s
in

te
re

st
ed

 in
 p
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 p
ro

gr
am

. I
nf

or
m

at
io

n 
to

 b
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ra
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D
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 b
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 D
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 C
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 d
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 d
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 p
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 b
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 c
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 b
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 c
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 b
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 p
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 b
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at
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e 

In
te

rn
.

4.
A

va
ila

bi
lit

y 
of

 M
en

to
r/

A
dv

is
or

 to
 th
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 p
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or

 s
er

vi
ce

s 
to

 m
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s.
8.

R
es

po
ns

iv
en

es
s 

to
 m

ul
tic

ul
tu

ra
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 c
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 p
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ra
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 f
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 b
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ra
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 b
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 p
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l p
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, c
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ki
lls

, a
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em

pl
oy

m
en

t o
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 b
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 p
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 m
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C
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C
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 o
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 C
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 C
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WHEREAS: Santa Clara County's multi-ethnic population has

grown significantly in the last decade, presenting

cities and county governments with the challenge of

reflecting diversity in our workforces; and

WHEREAS:

WHEREAS:

The MINORITIES IN GOVERNMENT INTERNSHIP PROJECT is

a pilot program of the Occupational Training Institute

of Foothill-De Anza Community College District; and

The MINORITIES IN GOVERNMENT INTERNSHIP PROJECT was

developed to assist minority students in overcoming
barriers to entering public sector employment and
to increase the effectiveness of vocational education;

and

WHEREAS: Minority students from Foothill and De Anza Community

Colleges, having completed a minimum of 12 quarter units,

will be recruited and placed in departments and agencies

of local governments;

NOW, THEREFORE I, Susan Hammer, Mayor of the City of San Jose, together

with Councilmember Trixie Johnson, do hereby commend the

MINORITIES IN GOVERNMENT INTERNSHIP PROJECT

for providing encouragement and the opportunity for

minority students to prepare for public service careers.
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At tachment B

OBJECTIVES WORKSHEET FOR COOPERATIVE ELUCATION Dc Anza College

Student Quarter/Year Coordinator

Note: Follow the instruction sheet for writing on-the-job learning objectives. This worksheet will be picked
up by the coordinator on his/her first visit. Please make_acopyforyorscif for reference during the

quarter and to help you in completing your self-evaluation report..

I. Describe briefly your five most important job duties:

a.

b.

c.

d.

e.

2. List duties you should improve on or new areas you would like to learn:

a.

b.

C.

d.

3. Write three or four specific, measurable objectives that will help you reach the goals mentioned in
No. 2. Be sure to follow the guidelines for writing objectives as given on the accompanying
instruction sheet.

Obj. A. By (target date) , I will

I want to accomplish Objective A because

Steps I will take to accomplish Objective A:

1.

2.

3.

4.

5.

My supervisor and I will be able to evaluate my achievement of Objective A in this way:

Obj. B. By (target date) , I will

SEE OTHER SIDE



I am choosing Objective B because

Steps I will take to accomplish Objective B:

1.

2.

3.

4.

5.

My supervisor and I will be able to evaluate my achievement ofObjective B in this way:

Obj. C By (target date) , I will

I am choosing Objective C because

Steps I will take to accomplish Objective C:

1.

2.

3.

4.

5.

My supervisor and I will be able to evaluate my achievement of Objective C in this way:

Obj. D By (target date) , I will

I am choosing Objective D because

Steps I will take to accomplish Objective D:

1.

2.

3

4.

5.

My supervisor and I will be able to evaluate my achievement of Objective D in this way:

Supervisor's preliminary approval of suggested objectives:
Supervisor's signature

5L



De Anza
408/864-8841

STUDENT'S NAME

FOOTHILL - DE ANZA COMMUNITY COLLEGE DISTRICT

COOPERATIVE EDUCATION PROGRAM

Student Agreement

Attachment C

Foothill
415/949-7232

(Print) Last First Mid. In

The main objectives of the Cooperative Work Experience Education program are to help you to (1) learn on your job, (2) Improve your lob

performance, and (3) accept new responsibilities and handle them successfully. To receive credit for your participation, you must agree to

and meet the following commitments to your employer and to the Cooperative Education program.

STUDENT AGREEMENT: I agree to meet the following commitments in order to receive credit each quarter that I am enrolled in

Cooperative Education.

1. Work to achieve my on-the-job Cooperative Education learning/performance objectives.

2. On the job, be prompt and regular in attendance, appropriately groomed, honest, courteous, and willing to learn under supervision.

I will comply with all reasonable employer requests.

3. Work 50 hours per quarter for each unit of credit in paid employment. Work 40 hours per quarter for each unit of credit in unpaid

employment.

4. Complete and hand in all required reports and papers.

5. Enroll in additional course(s) to meet the minimum units required.

6. Call or visit my faculty Cooperative Education coordinator as required and comply with all reasonable requests of the coordinator.

7. Notify my coordinator or the Cooperative Education office immediately of any change in my work assignment, hours, location, work

phone, supervisor, or home address or phone.

8. Notify my coordinator in advance of my intention to drop the class or change my employment.

9. Notify my coordinator or the Cooperative Education office immediately if I am released from my job before the end of the quarter.

10. Submit records of hours worked to the Cooperative Education office within the required time.

I have read all foregoing statements, and I accept and agree to fulfill these obligations to earn credit for participating in the Cooperative Work

Experience Education program. I understand that my work will be evaluated by my employer and my coordinatorbef ore I am allowed credit

for any quarter's participation. I further understand that I will be subject to the current grading policies of De Anza or Foothill College as well

as the policies of the Cooperative Education program.

I authorize the Foothill -De Anza Commuriitv College District to give my employer information from my academic records that is needed to

facilitate my participation in Cooperative Work Experience Education.

Student's Signature

Coordinator's Signature

Social Security No. Today's Date

Coordinator's Phone No. Today's Date

ri t

WE21089 Orginal to CO-OP ED office - Yellow to Coordinator - Pink to Student - Gold to Employer



De Anza
FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

COOPERATIVE EDUCATION WORK EXPERIENCE

PERFORMANCE AGREEMENT

Attachment D

Foothill

Student Name Company
Date

Job Title Supervisor
Supervisor Phone No.

1. Each term that a student is enrolled in Work Experience, it is necessary to identify new learning objectives. They should be specific, measurable

and within his or her ability to accomplish.
2. Once the objectives are formulated, they must be approved by employer, student. and faculty work experience coordinator at the beginning of

the academic term.
3. Before the end of the academic term, the employer, student, and faculty coordinator will discuss the progress made on the objectives and the

employer will rate this progress. From the employer rating and other required course work, the college will determine the overall academic

credit the student will receive.
4. It is understood that the employer will provide adequate protection for the student employee through Workmen's Compensation and/or liability

insurance as required by law and by compliance with OSHA regulations.
We agree with the validity of the learning oblectives listed. The employer and the college agree to provide the necessary supervision

and counseling to Insure that the student/employee receives appropriate educational benefit under the control of the College District.

SUPERVISOR'S SIGNATURE

1

STUDENT'S SIGNATURE
iFACULTY COORDINATOR'S SIGNATURE

.

Student Objectives

* Use Scale Below
Completion Progress of

of Continuing
Objective OF jective

A Target Date

Completion This Quarter
Continuing Next Quarter

B
Target Date

Completion This Quarter
Continuing Next Quarter

C Target Date

Completion This Quarter
Continuing Next Quarter

D Target Date

Completion This Quarter
Continuing Next Quarter

*End of Quarter Evaluation Scale to be used to rate completion or progress of oblectives

1 = Outstanding 3 = Average 0 = Not done no progress

2 = Good 4 = Fair

REMARKS

.0111111
SUPERVISOR'S SIGNATURE

End of Quarter Evaluation Made By DATE

Beginning of Quarter Yellow to Office, Pink to Student, Goldenrod to Employer

End of Grunter White to Office, Grain to Coordinator
WE3/5/2113



At tachment E

The
CCUPATIONAL

TRAINING
INSTITUTE

MINORITIES IN GOVERNMENT INTERNSHIP PROJECT
PARTICIPANT SURVEY

Name: SS#
Location: De Anza Foothill
Approximate # of course units completed:
Career Objective/Vocational Major:
How did you learn about this internship: (Please Explain)

Internship start date: Completion date.

Did this internship enhance your career objective?
YES NO

If yes, how? (be brief)

Were the site policies and procedures explained to you?
Did your site supervisor clearly explain your job duties?
Did is internship increase your knowledge of government structures and processes?
W s this internship valuable to your career objective?
Would you consider pursuing a career in government service?
Would you be interested in participating in another internship program?
Comments:

Please check categories that

Age Group 18-25 26-40 56-over

Career Programs:

Gender: M F

Limited English Speaker: Y E N Learning Disabled: YE N

Physically Disabled: YE] N

AA/AS Degree: Certificate:



Attachment F

Arl The
CCUPATIONAL

TRAINING
INSTITUTE

MINORITIES IN GOVERNMENT INTERNSHIP PROJECT
SUPERVISOR SURVEY

Government Agency:
Location:
Sice Supervisor Name:
Participant Name:
Internship Position:
Briefly explain job duties:

Were job tasks performed satisfactory by participant? N

Did the participant:
-have regular attendance?
willing to learn?

-follow through on assignments?
have good communication skills?

-ask questions?
-use good time management skills
follow department's policies and procedures?

YE N
YE N
YE N
YE N
YE NO
YE N
YE N

Would you extend his/her externship for another quarter? YE N

Was the Cooporative Education - Work Experience
Coordinator receptive to your needs? YE N

What did you find most helpful about the MIGIP internship

program?

Comments: (your comments are greatly appreciated)



DEPARTMENT OF

PUBLIC WORKS

Attachment G-1

CITY OF SAN JIMA. CALIFORNIA
001 NORTH FIRST STREET
SAN JOSE, CALIFORNIA 95110
(408) 2774000

May 19, 1992

Ms. Willie Mae Ogilvie, Coordinator
Occupational Training Institute
De Anza College
21250 Stevens Creek Blvd.
Cupertino, CA. 95014

RE: MIGIP Student Interns

Dear Ms. Ogilvie:

The three student interns with the City of San Jose Department of

Public Works are performing exceptionally well, within the
established precepts of the MIGIP program.

As a result, the Department of Public Works is very .nuch
interested in extending their internship through the summer. The

terms of their present internship agreement will expire on June
26, 1992 for Yi-Ping Lee and Teresa Huynh, and on July 10, 1992
for Ehab Saad.

It is our understanding that the extensions are possible,
provided the students agree to continue their internship through

the summer. Also, the Department could offer the students new

tasks and learning opportunities in order for them to receive
additional college credits.

It would be most appreciated if you would send the necessary
paperwork and guide us through the procedures needed to process

their internship extensions.

Please call me at (408) 277-4337 if you require further

information. Thank you for your support and assistance.

c: Ann Marie Gallant
Bruce Burroughs
Shirley Rodgers
Vicky Criddle

doc:51992a

Sincerely,

e
EMILyfR. BRIGGS Analyst II
Public Works Administration

5



CHIEF OF POLICE
LOUIS A. COBARRUVIAZ

Attachment G-2

CITY OF SAN JOSE, CALIFORNIA

201 W. MISSION STREET
P.O. BOX 270
SAN JOSE, CALIFORNIA 95103.0270
(408) 277-4212

May 28, 1992

DeAnza College
21250 Stevens Creek Boulevard
Cupertino, California 95014

Gentlemen:

The San Jose Police Department has developed a working relationship

with the "Minorities In Government Internship Project" through

DeAnza College. To date we have placed two interns (German Sedano

and Geraldine Hernandez). They are being kept very busy helping the

Police Department in developing our Community Policing Program.

This is a new experience for the Police Department and we are

excited about the possibility of the continued involvement of
interns from the MIGIP Program.

Alex Melendez and Willie Mae O'Gilvie have greatly assisted in the

set up and coordination of the Internship Program. With their

continued involvement, the Internship Program in the San Jose Police

Department will be a great success.

LAC:GT:mct
2619J

Sincerely,

LOUIS A. COBARRUVIAZ
Chief, of Polic

Sergeant reg Trapp #1855
Staff Inspections
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attachment G-3

VOLUNTEER SERVICES OF SANTA CLARA VALLEY MEDICAL CENTER --

THE AREAS LARGEST MEDICAL TEACHING FACILITY -- IS LOOKING

FORWARD TO WORKING WITH THE OCCUPATIONAL TRAINING

INSTITUTE WHICH DIRECTS THE PROGRAM "MINORITIES IN

GOVERNMENT INTERNSHIP PROGRAM" (MIGIP) AT DE ANZA COLLEGE.

THE AGENCY PLACES STUDENTS WISHING TO EXPLORE INTERNSHIP
PLACEMENTS IN VARIOUS FACILITIES IN THE COMMUNITY.

WE AT VMC ARE PREPARING FOR A LONG AND SUCCESSFUL
PARTNERSHIP WITH MIGIP.

MR. EDUARADO REGALA IS VOLUNTEERING AT SANTA CLARA VALLEY

MEDICAL CENTER IN THE PHARMACY DEPARTMENT WHILE EXPLORING

THIS FIELD OF MEDICINE AS HIS CAREER CHOICE.

MR. REGALA OFFERS THE QUALITIES OF PROFESSIONALISM AND
DEDICATION AND WILL BE AN ASSET IN ANY PROFESSION HE ENTERS.



JUN-19-"N' FRI 10:04 ID:SCC to 4TH FLR

ci The
CCUPATIONAL

TRAININGINSTITUTE

TEL NO:408- 274 -8242 #156 P02

Attachment G-4

MINORITIES IN GOVERNMENT INTERNSHIP PROJECT
SUPERVISOR SURVEY

Government Agency:
Location:
Site Supervisor Name:
Participant Name:
Internship Position:
Briefly explain job duties:

C ra ict oro.e

,1

l. -rise) eliLi3can

n .rtzr m_of r-s ift414:

rice

II / 4 .

Were job tasks performed satisfactory by participant? YiZ N 0

Did the participant:
-have regular attendance?
-willing tolearn?
-follow through on assignments?
-have good communication skills?
-ask questions?
-use good time management skills
-follow department's politics and procedures?

N
YTr ND
1112/ NCB
Yar N
YES' N El
yi"Of
YE( NO

Would you extend his/her externship for another quarter? YfRr N

Was The Cooperative Education - Work Experience
Coordinator receptive to your needs?

What did you find most helpful about the MIGIP inter s
program? _21_1__Gjfi____Lic44/as

1'12r N

4P V

Col meats: (your comments are greatly a prcciated?

9
iraye,_ ty_ vi N
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OThe
CCUPATIONAL

TRAININGINSTITUTE

MINORITIES IN GOVERNMENT INTERNSHIP PROJECT (MIG1P)
INTERNSHIP OPPORTUNITY

Branch of Government:

Department/Agency:

Address:

City: Zip: Phone: ( ) FAX:

Contact Person: Title:

INTERNSHIP OPPORTUNITY INFORMATION

Internship:
Number Available:

Description of Duties:

Working Hours: Days:

Dates: to Weekly Hours: (20 Hours maximum)

Required pre-placement interview? Yes No If yes, person to contact for interview:

Name:
Title

Address:

City: Zip: Phone: L )

FoothIllDeAn7A Community College District

DcAnza Collcge 21 250 SicYetic Creek Blt.t.1 Cupertino. ( ',01forma 951)14 (.1104) 99(i-4 9

O oothill College 12315 El Monte Rd lAts Altos 1131k, Califotina 94022 415) 9(4.460 i

Employment Service 17(0 Scott Blvd Suite 210 Santa Clara, California 95050 (4081 554-06-15



MINORITIES IN GOVERNMENT INTERNSHIP PROJECT (MIGIP)
INTERNSHIP QUESTIONAIRE

Government (State/County/City):

Department/Agency:

Contact Person: Title:

Address: City: Zip:

Business Phone: ( FAX No. ( )

Could you provide internships for: Students __Yes _No

Limited English Speakers Yes _No Physically Disabled Yes No

Approximate number of internships you would be willing to provide:

Areas internship would be available (mark all that apply):

Business Office Technology Computer Information Systems

Facilities Maintenance Technology Computer Aided Drafting & Design

Accounting Computer Service Repair

Graphic Arts/Desktop Publishing Computer Business Applications

Paralegal Machine & CAM Technology

Medical Assisting Medical Reception

EKG Technician Medical Laboratory Assistant

Other (Describe)

DEPARTMENT/AGENCY INFORMATION

Number of Employees: 1-25 employees

100-500 employees

26-50 employees 51-100 employees

__Over 500 employees

Type of Product or Service:

6c



CITY and COUNTY GOVERNMENT
STUDENT INTERNSHIP EMPLOYMENT REQUEST FORM

AGENCY: DATE:

CITY/COUNTY:

CONTACTPTRSON: PHONE

ADDRESS 71P

DEPARTMENT LOCATION:

POSMON OFFERED:

INTERNSHIP HOURS:

INTERVIEW DATE:

ASSESSMENT

TIME

NAMES of STUDENTS SELECTED for INTERVIEWS: / SELECTED STUDENTS PHONE # :

STUDENT INTERN LOCATION

MIGIP STAFF SIGNATURE DATE



MINORITIES IN GOVERNMENT INTERNSHIP PROJECT (MIGIP)
INTERNSHIP PARTICIPANT QUESTIONAIRE

Name: Social Security No.:

Address: City: Zip:

Home Phone: ( ) Work Phone: ( )

Career area internship desired:

Business Office Technology

Facilities Maintenance Technology

Accounting

Graphic Arts/Desktop Publishing

Paralegal

Medical Assisting

EKG Technician

Computer Information Systems

Computer Information Systems

Computer Aided Drafting & Design

Computer Service Repair

Computer Business Applications

Machining & CAM Technology

Medical Reception

Medical Laboratory Assistant

Other: Describe

CONFIDENTIAL INTERN INFORMATION

Internship Type: Student Sex: Male

Limited English Speaker _Yes __No

_Female Major:

Physically Disabled Yes No

What is your ethnic/racial background (mark only one):

ASIAN

Cambodian

Chinese

Filipino

Indian

Japanese

Korean

Laotian

Vietnamese

Other Asian

HISPANIC

Central American

Mexican American/Chicano

South American

Other Hispanic

Decline To Answer

OTHER

American Indian
/Alaskan Native

Black, Non-Hispanic

Guamenian

Hawaiian

Samoan

Other Non-White



et The
CCUPATIONAL

TRAINING
INSTITUTE

MINORITIES IN GOVERNMENT INTERNSHIP PROJECT (MIGIP)
FOLLOW-UP / PROGRESS FORM

Branch of Government

Department / Agency

Address

City Zip Phone Fax

Agency Contact Title

Student Last Name First Name Middle Initial Social Security Number

Street Address City Zip Phone

Career Goal Completed t lnits

Work Activity Resume: Yes oi

Interview Date Time Job Offered: Yes or Ho

Accepted by Student: Yes, or Ng Remarks

PLacement Date Start Date Estimated Completion Date

Job Program Unit Supervisor

Position / Job Name

Location

MIGIP Student Progress Notes:

Date Initials Comments

71
(over)



Progress Notes Continued:

Date Initials Comments

7 2


